Using ProCite 5: A Guided Tour

Contents
(@7 VT T USSP SRPRRS 3
GELING SEAMEA ...t et e st et e et e e se e teeneesreenseeneeeneennens 3
L0 01 110 C o (= o TSP 3
Opening an EXisting Database..........cccviieieeiieieesecie e 3
Exercise — Opening the Sample Database ...........cccooeviiveriinieneeseee e 4
Navigating a ProCite DataDase..........ccceveeieeeeiiere et 5
Customizing the Record List to Display FIelds........ccccoviriiiienenieeeee e 6
Exercise — Customizing the DiSplay ........cccueveeeereere e 6
Exercise — Changing the Column Width ... 8
Click Sorting on a Column HEadING..........cccvieeiieeciese et 8
Exercise — Changing the Sort Order Instantly ...........occoveeiiniininiic e 8
Using the Preview Paneto View a REFEreNCe .........cccevveceveece s 9
Exercise — Previewing a Formatted Reference..........cccoveeveeienieience e 9
Using “Go To” Commands to Find REFENENCES..........ccoveevveieenicre e 10
Exercise— Using the “Go TO” COMMANGS........ccovreerieriirnienesee e 10
Drag and Drop Between Databases ..........ccoveeereeriecee e see et ee e 10
Exercise — Copying a Record from One Database to Another ............cccccoveeieenneee 10
ENLENING RECOITS.......cviieeicieeie ettt e et ae e reenaeeneennes 11
Importing Records from a Saved Text File........oooo e 12
Exercise — Importing RECOITS..........cooveiieieiieiecie e 12
Searching and Importing ReCOrds DIreCly ..........cccoveeierenieriene e 13
From an Onling Dal@Dase..........cocoierirererieiee et 13
Dial-up Internet CONNECLIONS.........coiiiieiieieeie et ses 14
Exercise — Internet SEarChing ........ccoveeveeieseeseeeseese e e e s 14
Linking aReferenceto aWeb Page or File........cooiiiiieiinienieee e 19
Exercise — Launching aURL from a ProCite Record...........ccoeovveeveecnsecnieceee 19
Entering and Editing ProCite REFEIENCES. .........c.ooieiiiiiieereeeee s 19
Exercise — Inserting a New RECOId.........ccccvieeiieiiiiiere e 20
Configuring Duplicate CheCKINgG ........cocuiiiiiiieriereee e 21
Exercise — Setting Duplicate DEECHiON ..........ccveeeieereeieseere e 22
Searching and Sorting aDatalase. ..........cocviierieiere e 22
Quick Searching for Records with the Terms Tab.........cccocvevevcevicreccc e, 22
Exercise — Specifying aList of Recordsto SNOW.........ccccoveeierinieenenceneeecee e 23
Creating @ SearCh SLralEgY .......cccveieeie ettt e e ae e e sre e e 23
Exercise — Creating a Search EXPreSSION..........cociveerenieneesesie e s 24
SaViNg @ SEArCh SIraLEJY ......ccveiieeie ettt sre e 26
Exercise — Saving a Search EXPreSSiON ........cooevirieerenieeseeseeee e s 26
(@ 100 = €1 (011 o 27

10f 39 2/25/04



Exercise — Adding Records to a NEeW Group.........cocceveeeeneenenieeseesiesee e 27

SElECtiNg the SOM OFTEN ........oceeieee ettt esre e 27
Preconfigured SOrt OPLIONS...........coiiiieieerieeie ettt ae e ses 27
CUSLOM SONTS......ieeieieeie et e e n e s e e neesnn e e nne e nmneenneeannis 28
Exercise — Changing a Sort Order for Printing........ccccceeeveeneninneeneneseesie e 28
Generating Bibliographi€s............coo it 29
Creating a Bibliography from aRecord list..........coooviiieiiniiiieeeeeee e 30
Exercise — Printing a Bibliography ...........cccoeevieciieeseeecese e 30
Creating a Bibliography with Subject Headings...........ccccoiiriiiieneniineeee e 31
Exercise — Printing a Subject Bibliography ..........ccccevveiereenieece e 31
Preparing aManuscript and Bibliograohy .......coc.eoeerieenereeeeee s 34
Opening aWord Processing DOCUMENT ..........ccvieiiereeieseesieeeesieesee e e sae e e 34
The Tools Menu and ProCite TOOIDEr ..o 35
Identifying REfErenCeS IO CIte.......coviieiieie e nne s 35
Exercise — Creating aWord DOCUMENL .........cooerirrienieniiesee e 35
Preparing the Bibliography and Final ManuSCript.........cccccvevereenecieseese e 37
Exercise — Generating the Bibliography ..o 38
Closing the Document and EXiting ProCite..........ccoovevvrieeieeiesieseee e 39

2 0f 39 2/25/04



Using ProCite: A Guided Tour

Overview

This chapter guides you through basic ProCite functions, including entering information
into a ProCite database, sorting records, searching a database, printing bibliographies,
and citing references within Microsoft Word or WordPerfect.

First you must have installed the full ProCite program, which includes folders that
contain the Sample Database and various output styles. If another user has experimented
with the sample database by adding, modifying, or deleting records, you may want to
reinstall ProCite to start with afresh copy.

After completing the exercisesin this guided tour you should be able to:
Easily navigate references in a database
Build a database by importing references and by entering references manually
Search and sort a ProCite database
Create standard and subject bibliographies
Prepare a manuscript and bibliography within aword processor

Y ou can stop these lessons at any time by closing ProCite.

Getting Started

OnlineHelp

When using ProCite, many of your questions can be answered using the online help that
comes with the program. There are severa ways to access online help when using
ProCite:

Select Help from the Menu bar to find atopic.

Many ProCite dialogs include aHelp button so you can see information related to the
current activity.

Display context-sensitive help by pressing the F1 key (Windows) or the Help key
(Macintosh). If no context-sensitive help is available, choose from the list of topics

displayed.
Opening an Existing Database

The exercises in this guided tour use the Sample Database that installs with ProCite. This
database is used to demondtrate navigating a database, entering references, searching and
sorting references, and creating bibliographies.
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Using ProCite: A Guided Tour

Exercise — Opening the Sample Database

In this exercise you will open the Sample database. If you already started ProCite, go to
the File menu and choose Open, then continue with step 3.

To open the Sample database:

1. Start ProCite:

Windows: From the Start menu, choose Programs, locate the ProCite 5 program
group, and choose ProCite.

Macintosh: Open the ProCite 5 Folder and double click the ProCite program.

2. Afile Open diaog displays for you to locate and open a database. If not, go to the
File menu and choose Open.

Note: If ProCite has aready been used on this machine, it may automatically open the last
ProCite file used (this could be a database, list, output style, or workform). Check the title
bar to confirm the Sample database is open. If not, close the file, and from the File menu
select Open. Then continue with step 3.

3. Inthefile Open dialog, locate and double-click on the Database folder located in the
ProCite 5 folder.

Note: Make sure the Open as read-only (Windows) or Read-Only (Macintosh) box is
not selected. If it is checked, you cannot make any changes to the database.

L ocate and double-click on Sample Database (under Windows it includes the extension
.PDT). ProCite opens the Sample database.
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Using ProCite: A Guided Tour

The database window displays a record list of abbreviated records. By default the first
Author field, Title fiedld and Date field are shown from each record.

[P sample Database _ O] x|
X Mark Selected B Mark List & Clear Marked | 7 [ | Q4 » M | B Copy Marked | W&, Open Link
Author
[ ] 1989 Sep 28 Safe sushi
: 10 April 1995 Computer shopper
[ |&50 Adarns, A A //Besh, J. L Afwekell, M. K 1930 Mow 24 Health risks of salmat sushi
: 30 Adarns, Alexander B. 1966 John James Audubor; A biography
: 710 Adamg, K. 0. fAungkind, D L. //Bengqui 1986 Moy Intestinal fluke infection a3 a result of eating sushi
: 40 Anderson, Mark R anzom 1984 Apollyon's bow: Perspective, reading, and meating in the illuminated warks of ‘Wiliam Blal
|50 Anderzon, RobertJ./#Schrier, B obert W, 1337 Acute renal failure
: B0 Aoki, Mikio 9 December 1987 Manufacture of glass by Sol-Gel process
: 70 Arohey, Manuel J.//0 avies, Muray 5.//H 1934 A study of the polarities, anizotropic polanizabilities and carborwl infrared vibrational frague
: 520 B atinatyne, B. M. 19595 Sep 1 IFY'ou Enew Sughi Like | Know Sushi
: a0 B am, Linda//Mongemat, Catherine//Berg, 1932 Teenage pragnancy: & new beginning
: 90 Elum, Raobert 1979 Infarmation management for the tactical operations systems (TOS)
: 100 Baath, Wayne C. 1974 Kerneth Burke's way of knowing
: 110 Bargman, Christing L.//Bower, James/ K 1989 Fram hands-on science to hands-an information retriesal
: 450 Butler, M. //Goodwin, T. //Simpzon, M. £, 2007 Mar Wertebrate LTH ratrotranspozons of the T fzushi group
: B0 Chen, C. 2. /AL, L AL M. Adladish, H. F 2003 Oct The endaoglin[positive)] sca-1[positive] hodamine(low] phenctype defines a near-homagen
[ |470 Cheng, T. 0. 2000 Apr PASTA iz good, but SUSHI iz better
|ﬁ_ B30 Chesnay, T. M. 1991 Apr Sushi and the zkin
: 120 Chriztie, Agatha 1988 Wwihat Mrs. MeGilicuddy saw
: 130 Churm, H. L.//Baizer, M. M. 1985 The electrochemistry of biomas: and derived materials
: 140 Decker, William 1983 WS ndex file
: 150 Dickzan, Paul 1982 Words & connoizseurs callection of ald and new, weird and wonderful, uzeless and outlz
: 160 Durn, Richard J. winker 1990 Teaching assistance, not teaching assistant:
: 740 Eicker, D. M. //Damjanovich, 5. /M alde 2002 Jan 21 Qligamerization of IL-2R alpha
: 170 Flzischer, Arthur C. 1989 Superficial organ sonography and mizcellaneous applications ;I
All Records af Marked Records }s Search :s Temns k Groups k Duplicates .#'
AuthorDateTitle (Ascending |5 Becords Marked |78 Records in List |78 Records in Database

A Status line at the bottom of the window indicates the sort order (Author/Title/Date in
Ascending order by default), the number of records marked, the number of records
displayed in the current list and the total number of records in this database. The Sample
database contains 40 references using different types of workforms.

In the abbreviated record list you can browse through single-line records, mark or unmark
records, or display records in full for viewing or editing. Records can also be formatted
for previewing the bibliographic style at this window.

Note: Many ProCite menu items have a corresponding keyboard equivalent and/or
toolbar icon. The keyboard equivalents appear on the menus next to the associated
commands.

Use the next section of this guided tour to learn ways to navigate records in a ProCite
database.

Navigating a ProCite Database

In this section of the guided tour you will learn to:
Customize the record list to display specific fields
Click sort by column heading
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Use the Preview Pane to view areference in more detail

Use the GoTo tool

Drag and drop between databases

Customizing the Record List to Display Fields

While the default record list display shows only three ProCite fields from each record
(Author, Title and Date), the list can be customized to display up to six fields for each

record.

In this exercise you will customize the abbreviated list by selecting four fields to display
and changing the column widths.

Exercise — Customizing the Display

To customizetherecord list display:

1. From the View menu, choose Configure Record List to display the Configure

Record List dialog:

Configure Record List x|

Record List | Preview Pane I

Fant and zize

Eont: IMS Sanz Serif ;I Sizer m
Lapout
Show:  Column Header: Dizplayed Field:
™ [Record D [Fecard 1D =l
WV Jauthar [uther =]
v IDate IDatE LI
W Title [Tite =]
r IKeywcurds I [45] Kepwords ;I
™ [workform [iwarktam |
ITI Cancel | Apply | Help

On the Record List tab, the L ayout box contains three columns of options:

The Show column of check boxes is used to show which of the six fields are

displayed.
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The Column Header text boxes allow you to enter header text to be displayed above
each field in the record list.

The Displayed Field column is where you select the fields to display in the order you
want them to appear.

2. Torearrange the order in which the fields are displayed, first click on the Show check
box for Title to remove thisfield from those shown. Next click on thefirst field
(currently Record 1D) to select thisfield for the display. Use the next step to change
thisfield to display the Title field first in the record list.

3. From the Displayed Field column, click on the arrow to the right of Record 1D to
select the Title field asthe first field to display. Choose Title from near the top of the
field list.

Note: The field list includes al 45 ProCite fields plus five “specia” fields at the top of
the list. The special fields shown are Author, Title, Date, Workform and Record
Number. These fields include all related fields respectively. For example, Author
includes both the Author, Analytic (01) and Author, Monographic (07) fields from the
various workforms. Use the special fields when you want to include all authors, titles and
dates from a variety of workforms used in the database.

4. The Column Header needs to be changed to reflect header text appropriate for thetitle
field. Click thefirst field's Column Header text box and type Title asthe
descriptive text for thisfield.

5. Click the Show check box for Keywords to display the Keywords field as the fourth
field for each record.

6. Click OK inthe Configure Record List dialog to save the changes and return to the
record list. ProCite displays the fields in the order you selected:
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[P Sample Database Hi=1F
X tdark Selected B Mark List W Clear Marked |@ = | Q4 » M |%Copy harked |%Open Link
Author Kewwords
[ | Safe sushi 1389 Sep 28 Aninals
[ | Computer shopper April 1935 Computers/ Peripherals/ Hardware
[ |Health risks of salmon sushi Adamnz, & A ABesh, ). L AMWekell, 1930 Mowv 24 Animals
[ |Johin James Audubar: & biography Adamnz, Alexander B. 1366 Biography/ MHature/ At
™ | Intestingl fluke infection as a result of eating sushi Adamg, K. 0. fAungkind, D. L. //Be 1936 Mo Diarrhea: “eticlogy
™ | &spollyar's bow: Perspective, reading, and meaning in the Anderson, Mark Ransom 1384 Literature &pollyon
[ | &scute renal failure Anderzon, Robert J /45 chrier, Roberl 1987 Fenal Failured Harrizon's Principles/ Internal ke
[ | Manufacture of glass by Sol-Gel process Aoki, Mikio 9 December 1987 | Sol-Gel/ Chemistry
[ | & study of the polarities, anigotropic polarisabilities and ca Aroney, Manuel J //Davies, Murray = 1934 O-acceptor Behaviour! [nteratomic Bond Distar
|1 vou Knew Sushi Like | Know Sushi Bannatyne, A. M. 1995 Sep 1
[ | Teenane pregnancy: & new beginning Barr, Lindad /M onzernat, Catherine//E 1992 Teenage Preghancy/’ Teenage Parents/ Social
[ | Information management for the tactical operations syster Blum, Robert 1979 Information k anagement/ TOS
[ | Kerneth Burke's way of knowing Booth, Wayne C. 1974 Fluralizm K.enneth Burke
[ | From hands-on science ta handz-on information retrieseal Borgman, Christine L.//B ower, Jame: 1989 Library Associations, Information Computers
[~ |"ertebrate LTR retrotrangpozons of the TH /sushi group | Butler, M. //Goodwin, T. #/Simpson, 2001 Mar Amino Acid Sequence
" | The endoglinpositive) sea-1[positive] thodamineflow) phe Chen, C. Z. A4L0, L. £4Li, M. A/Lodish 2003 Oct Anirnal
[T |P&5TA is good, but SUSHI iz better Cheng, T. 0. 2000 Apr Ambulatary Care
'?_ Sughi and the skin Chesrey, T. M. 1991 Apr Arimnals
: what ke, McGilicuddy saw Chrigtie, Agatha 1935 Literature Audiovizual b ateriales Mysteny
: The electrochernistry of biomase and derived materials | Chumn, H. L.//B aizer, k. b, 1585 Medicineg/ Biomass
:WSJIIndex file: Decker, William 1933 ‘w5J data/ Bibliographic Data
: “Words: A connoiszeur's collection of old and new, weird : Dickson, Paul 1582 Language/ Wwords
: Teaching assistance, not teaching assistants Dunn, Richard J. Winter 1930 College Instuction Higher Education. Preseri
: Oligomerization of IL-2R alpha Eicher, D. M. //Damjanavich, 5. /A 2002 Jan 21 Alkaline Phosphataze: genetics
: Superficial organ zonography and mizcellaneous applicati Fleizcher, Arthur C. 1939 Sonography Clinical Applications ;I
. All Records ﬂ.r Marked Records :s Search k Tetms }q Groups }q Duplicates f
Author/DateTitle (Ascending |5 Records Marked |78 Records in List |78 Records in Database

You can easily change the width of the columns by dragging between column titles. Use
the next exercise to change the width of the Date field in the record list window.

Exercise — Changing the Column Width

To change column widths:

1. To see more of the Keywords field, move the pointer to the column heading divider
between Date and K eywor ds. The pointer changes to a horizontal arrow.

2. Dragthevertical bar to the | eft to reduce the width of the Date field.

3. Experiment changing other column widths.

Click Sorting on a Column Heading

Although the Author field, or in this case the Title field, may be the first field displayed
from each record, the records are not automatically sorted by that field. Use the following
steps to sort by adisplayed field using the click sort method.

Exercise — Changing the Sort Order I nstantly

To quickly changethe sort order of therecord list:

1. Tosort by the Date field, click on that field’s column header. The records are sorted
by date in ascending order. Click a second time to change the sort to descending.

2. Experiment sorting the records by the Author and/or Title fields.
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Using the Preview Paneto View a Reference

The Preview Pane displays a highlighted record formatted with an output style. Y ou may
find this useful when browsing a record list to compare data or to preview records
formatted with various output styles.

Exercise — Previewing a Formatted Reference

To preview formatted refer ences:
1. From the View menu, choose Preview Pane.

2. Highlight the record by author Kraft, Donald H. ProCite formats the highlighted
record using an output style (ANSI is the default style) and displaysit in the preview
pane.

Note: Y ou can move the horizontal divider to allow the preview pane more or less space.

[?'Sample Database _ O] x|

X Mark Selected g Mark List ¥ Clear Marked | iy Iﬁ | L4 | By Copy Marked | W&, Open Link

Kraft, Donald H.. editar. Joumal of the Amencan Society for Information Science. New York: John Wiley & Sons. Inc. Wal. 1-,1949- |S5M 0002-8231. ﬂ

=

Title | Author | Date | Kewwaonds I

E Epoxidation process Harred, John F.//Knight, &llan B4/ 1972 Apr 4 Chemistry/ Epaxidation ;I

E Maolecular and cellular basis of deficiency of the b subunit | Hashiguchi, T. /4l chinose, A 1995 Mar Arimals

: A caze of diphyllobothriaziz due to eating mazou-sushi Ishizuka, T. //shizuka, A, 1986 Jul 21 Arimals

: Tuvpe | factor =l deficiency is cauzed by a genetic defect lzumi, T. /Hashiguchi, T. //Castam. 1396 &pr 1 Alleles

: tore on making sushi zafe Jackson, G. J. //Bier, J. W, //Schw 1390 Apr B Arimals

: Funning down the up-escalator: Reagional inequality in Pap Jackson, Richard May 1923 Papua Mew Guinea/ Geographical Implications

: The entertainer Joplin, Scott 1972 Music/ Piano

: Amino acid sequence and location of the disulfide bonds it Kato, H. //Enjwai, K. 1991 Dec 17 Amino Acid Sequence

[ | The care and feeding of the Pacific coast dalphin Fursiog Kitking, Donna Manie/Alobhnzon, Her 2003 Acute Diseaze/ Animal

Bl currial of the Arnerican Society for Infarmation Science | Kraft, Donald H. 1343- Infarmation Management/ Information S cience

: Adenohypophyzeal hormones and related substances Kuret, J. A ¢ /Murad, F. 19490 Medicine/ Phamacolagy/ Adenohppophyzeal -

: Sushi, Salmonella, and zafety Leontog, C. 1992 Jan-Feb Arimals

: Software design izsues for natural language processing | Loomiz, Thomas 1987 Computers/ Prograrming/ Language

: Hat tubs, sex, sushi, and infectious diseases Lorber, B. 19491 Adolezcernt

E Wibration can't loogen eazily installed Fasteners [Huck Man McCarty, Lyle H. February 27,1383 | Fasteners/ Huck Manufacturing Compary

E Anizakiasiz: revenge of the sushi parasite Mekerrow, J. H. A5 akanar, J. //De 1388 MNov 3 Arimals

E A gene [SRFX] encading a sushirepeat-containing proteir Meind|, & //Carvalho, M. R. //Hern 1995 Dec Adult

E & room with a view Merchant, lsmail 1585 Audiovisual Materials/ Literature

E Miles, Ethel October 31,1982 | Library/ Human Rezource Management ;I

All Records H: Marked Records }q Search :s Tetms :&, Groups k Duplicates f
Authar/Date/Title (Ascending) |2 Records Marked |78 Records in List |78 Records in Database 4

3. Toswitchto adifferent output style (bibliographic format) for the preview pane, go
to the View menu, choose Configure Record List and click the Preview Pane tab.

4. Click the Output Style arrow and select a style from the list. Use the Optional Fields
check boxes to view additional information in your Preview. Click OK to view the
formatted reference.
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5. When you no longer want to view formatted references, deselect Preview Pane from
the View menu or use the corresponding toolbar icon.

Using “ Go To” Commandsto Find References

You can move through the Sample database simply by browsing with the scroll bar.
However, this is not practical when using a large database. To locate records in a large
database, use the Go to Record commands.

Exercise— Using the“ Go To” Commands

To usethe Go To commands;

1. Usethe GoTocommands from the View menu or the toolbar. You cangotoa
specific record, go to the first record, go to the previous record, go to the next record,
or go to the last record in the list.

|Q|44 rn‘

2. Tofind arecord based on the sorted order of a database, use the Go to Record
command (the first button on the Go To toolbar).

3. To locate the record by Helen Schwartz, type the first few characters of the author’s
last name in the first text box in the Go To Record diaog.

4. If the sort order is not currently Author/Title/Date, select that order by using the
arrow to the right of the text box.

5. Click OK to complete the search. ProCite searches from the top of the record list and
highlights the record that most closely matches the text.

6. Experiment using the other Go To commands to move between records in the Sample
database.

Drag and Drop Between Databases

You can copy full records between ProCite databases. To copy records between
databases, you need to have both databases open. Use the following exercise to copy a
record from the Sample database to another database named Turtles.

Exercise — Copying a Record from One Database to Another

To copy arecord from one database to another:

1. Open the ProCite database named Turtles (Under Windows it will include the
extension .PDT). From the File menu, choose Open. The database islocated in the
Database folder located in the ProCite 5 folder.
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2. Fromthe Window menu, select Tile to display both the Sample database and the Turtles
database on the screen:

IMTurtles N =lFq

% tdark Selected B bdark List W Clear Marked ‘@ 1= ‘Q M4 »F M ||%Copyhv1arked ‘%Dpenl

| Authaor | Title | D ate I
E Godfrey, M. H. Ethology and sea turtle conservation 1396 ;I
E Heppell, 5. 5. //Crowder, L. B. Analysiz of a fizheries model for harvest of b 1996
E Heppel, 5. 5. #/Crowder, L. B. //Crouze, D, Models to evaluate headstarting az a manag 1996
E Heppell, 5. 5. ALimpusz, C. J. ##/Crouse, D, 1Population model analwsis for the loggerhea 1336 _I
E =|UICH/S5C Marine Turtle Specialist Group | A global strateqy for the conservation of mar 1395
E Jacobs, Francine//Zallinger, Jean Sea turtles 1972
E Johngzon, 5. A, //Bjomndal, K. A, //Bolten, A, Effects of organized turtle watches on Logg 1996
E Keinath, J. & /Musick, John A, //Bamnard, Abundance and distibution of sea turtles ofl 1336
[ Lohmann, K. J. A/Lohmann, C. M. F. Orientation and open-zea navigation in z2a | 1996
Fl mhrmann KoL ASwarkr AW A abmann Pereentinn of neean wave directinn bo zea 1995 LI
H|4 | » | l'lll\I All Records | Marked Becards | Search » Terms » Groups
AuthorfTitle/Diate (Ascending) |1 Riecords Marked |B2 Fiecords in List |62 Records in Database 4
[P Sample Database - O] x|
X Mark Selected BgMark List ' Clear Marked ‘ﬁ‘ B ‘ QM4 » M |%Copy bdarked ‘%Dpen
| Title | Authaor | D ate | Fewqords |
E Horseradish homors: sushi spncope Spitzer, 0. E. 1988 Jan 8 Condiments; *adverse effects d
E Suzhi syncope schuzser gets wedeler's valve & Spitzer, E. 1334 Feb 3 Aged
E 0ld man Stamasz, Steve 1973 At Etching
E A, wigit to the Rockies Sullivan, Paul 1324 Aydiovizual Materialz/ Piano
E Anizakidosis a cause of intestinal obstruction i Takabe, kK. A/Ohki, 5. A7Kun 1338 Jul Animals
E Drefinition of endaotoxin binding zites in horseshe Tan, M. 5. AMg, M. L. AMau 2000 Sep Animalz
E Suzhi gets zeriouz: the draft genome sequence Taylar, M. 5. //Semple, C. A, 2002 Aug 28 | Animals
E Detection of a multi-prefectural B coll 0157 HF Terama, J. Alzumiva, H. /1y 1333 Apr *Dizeasze Dutbreaks _I
[ M editerranean seafloor |T|:||.|'|_. Tibor 5. December, 'IEIEKJ I aps/ Geography -
Ll K 1 ~ [ . ’ [T i [ T R e [ (W] e Tat ] [ . P
H|4 | » | blr\. All Records | Marked Recards § Search H Terms H Group:
AuthorfDate/Title (Ascending) |1 Records Marked |78 Records in List |78 Records in Database 4

3. Inthe Sample Database, highlight the record by Toth, Tibor and drag it to the Turtles
database. This places a copy of the record in the Turtles database.

4. Closethe Turtles database. The new record is saved and marked.

5. Maximize the Sample Database window to continue working with the file.

Entering Records

In this section of the guided tour you will learn to:
Import tagged references from online, CD-ROM and Web-based services
Enter and edit references manually
Configure duplicate checking

Use the following exercises to gain experience importing, entering and editing references
in ProCite.
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Importing Recordsfrom a Saved Text File

Before importing files downloaded from an information service it is important to
determine from which service the records were retrieved. Each service saves the same
information in a dlightly different format. The format is significant to the configuration
file used in ProCite.

Configuration files are used to tell ProCite how a file of imported records is organized.
Refer to Appendix C: Configuration Files in the BiblioLink Il Manual for a list of
configuration files supplied with ProCite and the specific databases from which you can
import data. The Biblio-Link 11 Manual is a PDF file found on your ProCite CD. If a
configuration file is not available for a service you use, you can modify an existing file
using the Biblio-Link Il program installed along with ProCite.

Exercise — Importing Records
Toimport afileof recordsretrieved from the National Library of Medicine’'s PubMed

database and saved to atagged text file:

1. Atthe PubMed web site (www.PubMed.gov), perform a search for “sushi” and save your
dataasatext file.

a When you have your search results, from the pull-down menu by the Display button,
select MEDLINE. If you wish, you may then click on the Display button to seethe
MEDLINE format displayed.

b. From the pull-down menu by the Send to button, select File.
c. Click on the Send to button to save thefile to your computer.

Note: In the picture below the file was saved with the name sushi.txt, but you can name
the file whatever you like, as long as the file name contains no characters not allowed by
your operating system.

2. InProCite, go to the Tools menu and choose Import Text File.

3. Inthe Open Import File dialog, locate the folder and choose the file you saved from
PubMed. ProCite displaysthe tagged text file:
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I sushi.txt =13

File Type: File Format: Target Databaze:

ITagged ;I IF'ubrned ;I J ISampIeDatabase ;I J Transfer |
FMID- 14615026 i’
OWN - HNLM

S3TAT- in-data-review

Di - 20031117

Iz - 0891-0615

VIl - Z6

IF - 3

LPF - 2003 MNowv

TI - Proteomic characterization of the human cortical neuronal cell line HCN-Z.
PG - 171-8

LE - Neuronal marker proteins are widely used for characterization and

identification of normal and tumor tissue of the central nervous system,
but the most commonly used neuronal markers hawve inherent methodological
problems. We used a proteomic approach with two-dimensional (2-D) gel
electrophoresis and subsequent MALDI identification to identify possible
new marker protein=s in the human cortical neuronal cell line HCHN-Z. We
found 14 proteins that previously were predicted only on the basis of open
reading frames from wRNL segquencez or DNA., We could unambiguously identify
the following proteins: Bab55091, BEASLE.Z (Nowel Sushi Domain (3cr
repeat), glucosidase I alpha subunit, glucosidase IT precursor (KILAOO0SS
protein), H3PC105, hypothetical 35.5 kDa protein, hypothetical 40.7 KDL
protein, hypothetical 49.4 kDa protein, leucine-zipper protein FE3G13,
lysophospholipase homolog, mitofilin (fragmwent), P1.11652 4, reticulocsbin
precursor and one unknown protein for MGC: 10432, We could prowve the A:J

In the File Type drop-down list, choose Tagged.

In the File Format drop-down list, choose the service from which you retrieved the
tagged records. For thisfile transfer, choose PubM ed.

6. Inthe Target Database drop-down list, choose the Sample database to receive the
records.

Note: You can import records to an existing database or specify a new one by clicking
the Browse button (...) and assigning a name to the new database.

7. Click Transfer to begin importing records.

8. When the transfer is complete, ProCite tells you how many records were imported.
Click OK to continue.

9. Closethe Import Text File window and return to the record list.

10. The imported records are marked. Click the M arked Recor ds tab at the bottom of the
window to display only the records you just transferred.

11. Click the All Records tab to return to the full list of records.

Searching and | mporting Recor ds Directly

From an Online Database

The following exercise guides you through the basic steps of connecting to a remote
database, searching the database, and saving the references that you want to keep. In
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order to follow this guided tour, you must be at a computer with Internet access — with
either adial-up or direct network connection.

For this guided tour, you will connect to a the U.S. Library of Congress's Voyager
database.

See Chapter 15: Internet Capabilities for more information about Internet searching.

Dial-up | nternet Connections

If you use a modem and phone line to connect to the Internet, as opposed to a direct
network connection, please note this connection information.

Connecting: Most dia-up connection settings are configured to automatically dial and
connect to the Internet when you use an application that requests an online connection
(such as ProCite's Internet Search feature). However, some Internet providers, such as
America Online, require that you establish an online connection (sign on) before
attempting an Internet Search with ProCite.

Disconnecting: ProCite does not disconnect your Internet connection at any point. You
need to shut down your connection when you have finished using ProCite's Internet
Search feature.

Exercise — Internet Searching

To search and import records from an online database:

1. From the Tools menu, select I nternet Sear ch to open atemporary Internet Search
database.

P Internet Search _ (O] x|
[% hierk Belectad| Exikiar List P Clear kardked |@ = | L@ I (R | |%Copy lsate] |%Open ik
B New Search 2 Newlterm % Delete tem [ Terms %Expressions ~ | % Clear Fesulis | #h Search ’hStDp
& Hosts: U5, Library of Congress: LC Yoyager 239.50
Search for: Ihuthor Ll ||
Janp = [Tite =
Janp =] [any Kepword) =1
JaND =] [any Kepward] =1
|Ready
Authar | Title: | Date |
Internet Search af tarked Becords }. Search }. Terms }. Groups }. Duplicates f
AuthorTitle/Date (Ascending) |0 Becords Marked |0 Records in List |0 Records in Database 2
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2. Select the Internet database(s) you want to search.

a Click the Hosts button.

b. Click Clear Marksto desdect any selected databases.

c. Scroll toU.S. Library of Congress. LC Voyager z39.50.

Internet Hosts |
All Hosts | Marked Hnstsl
Hosts: 1 Host Marked
Huost o | Location | Type | - I
- [_] Setan Hall University Law Library - Libran Catalog 154; Mew Jerzey Aradermic
- [ SikverPlatter 15A Corporate
- [_] Sonoma State University - Library Catalog [154; Califarmia Aradermic
- [_] Spokane Public Library, Spokane, Wi, - Librar Catalog 154 Washington Public
- [ SUMY-&lbarny - Library Catalog 15 Mew York Corporate
- [ SUMNY-Binghartan University - Library Catalog 15 Mew York Aradermic
- [ SUMNY-Buffala State College - Library Catalog US4 Mew ok Academic
- [] Tufts Uriversity - Library Catalog USA; Maszachuzetts  Academic
- [TU af Sauth Africa - Library Catalog Saouth Africa A zademic
- [ of Western Ontario - Library Catalog Canada; Ontario A ademic
- [®] .5 Library of Congress - LC Yoyager 233,50 154 Washington, D.C.  Govemment
- [11.5. Hational Institute of Health - Libram Catalog [154,; Maryland Govermment
- [11.5. Maval Academy - Libran Catalag USA; Maryland Academic
- [] Uriiversity of &lberta - Library Catalag Canada; Alberta Academic
- ] Uriiversity of &rizona - Library Catalog USA; Anizona Academic
- [] Uriversity of &rkansas-Little Bock - Library Catalag USA; Arkanzas Academic
- ] Uriiversity of Britizh Colurnbia - Librany Catalog Canada; British Columbia Academic
- [] Uriversity of Califarnia - MELYL [Library Catalog) USA; Califarnia Academic
- [] Uriiversity of Califarnia-5an Francisco - Library Catalog USA; Califarnia Academic LI
L N -S| AR 0 O (RSP PR o [P N (R (- S o TP P I 1 T Y PSS [ R P
Clear Marks Configure Hosts
Ok I Cancel | Help |

d. Click the Marked Hosts tab to verify that the only database marked for searching isU.S.
Library of Congress. LC Voyager z39.50. Y ou could have marked multiple databases
for searching.

e. Click OK to savethe setting and return to the Internet Search tab. Notice the database
name next to the Hosts button.

3. Build your search expression.

Let's say you are interested in information about the movie For Whom the Bell Tolls
with Gary Cooper.

4. Below and to the right of Search For locate the Title drop-down selection. To the
right of Titletype:

For Whom the Bell Tolls
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T CleanFesults |MSearch “ha Bt

&' Hosts: LS. Library of Congress: LC Voyager 239,50

Search for : |Author ;I ||

Janp =] |Title =]/ [For whom the bel tolls

Janp =] fany Kepword) =1

JaMD x| [ary (Kepword) =

|Ready

Aithar | Titlz Date I

\ Internet Search { Marked Fecords } Search ¥ Terms A Groups b Duplicates I
Author/Title/Date (Ascending) |0 Records Marked |0 Records in List |0 Records in Database 2

5. To connect and search, click Search.

Note: If you haven't already established a connection, your dia-up configuration should
automatically dial and connect. If the connection is not successfully established, ProCite
alerts you with an error message and stops the search attempt.

ProCite sends the search request to the online database, which in this case is the U.S.
Library of Congress. The status line between the search strategy and the record list keeps
track of how many records are found and imported. When done, the search results display
in ProCite srecord list:
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¥ Internet Search =1 F3
% tark Selected B bark List K Clear iarked | Al =] | [T I T | | B Gy flared | W&, Open Link
| 1% Mew Search 7 Mew ltem 3 Delete tem Terms %Expressiuns < Clear Fesults | % Search ’hStup
: &' Hosts: U.S. Library of Congress: LC Woyager 239.50
Search for : |Author ;I ||
| IAND LI ITitIe LI IFDI whom the bell tollz
i Jano =] fany Kepward) 53|
| I.-’-‘«ND LI IAn_l,l [Kepward] LI I
: |Ready
| Author | Title | Date |
| : Sports promos, wolume 1 p2001 -
| : Auver, Jim Ermest Hemingway's Far whom the bell tollz 1986
| : Bonneville, Georges Herningway, "Pour qui sonne le glas," analyze critiq 1970
| E Chu, Rudolph Y Love in the morning : a comprehensive study of Hel 1575
| r_ Cooper, Gary//Bergman, Ingrid For whom the bell tolls Sound recording
| : Cooper, Gary//Bergman, Inand//Hemingway, Emes For whom the bell tollz 197-
| : Cooperman, Stanley Hemingway's For whom the bell tolls; a critical comn o1966
| : Cooperman, Stanley Review nates and study guide to Hemingway's Fare o1964
| E =Copyright Collection [Library of Congress) For whom the bell tolls 1933
| r_ =Copyright Collection [Library of Congress) Married with children 1987
| : =DE Cooper [Muzical group] Dangerous curves p1981
| : Donne, John Love poems of John Donne together with the deval 19467
| : Engel, Elliot Herningway, for wham the bell tallz a lecturs 20017
| E Fast, Mike/Hury, John//=Elack Bizame [Muzical g/vou've got the devil inside p1351
| E Ghosh, Srkantas/=Law Regearch Institute, Caloutt: Keeping the peace ; for whom the bell tollz ; police 11389
| E Gilenzon, Baoris Aleksandrovich "4 edin 30 veem chelovechestvom' : roman Emes! 1333
| ™ |Goaodall, Peter ). B For whiorn the bell balls : a centum of executions 2001 il
|'_Internet Search i Marked Becords Search b Terms H Groups i Duplicates i
- AuthorTitle/Date (Ascending) |0 Recards Marked |65 Records in List |65 Records in Database 2

In this case, 65 records were found.

Note: If too many records are found, and you find yourself waiting for hundreds or
thousands of records to download, you can cancel the retrieval by clicking the Stop
button.

6. If the search was too broad, finding too many records, you can refine the search to get
closer to exactly those references you want. We will refine this search by looking for
just the records showing Cooper as a performer:

a Click Clear Resultsto delete the previous search results. When asked to verify the
deletion, click Yes.

b. LeavetheTitlesearchline asentered. Click in the third pull-down menu, which currently
says Keywor ds, and select Credits/Performers from the list and type Cooper as your
search term.

Note: ProCite ignores the previous line, since no text is found in the text box. Notice
that each line is connected by the word AND, which requires that each line of search
criteriabe met.
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ElMew Search 15} Mewltern ¢ Delete tem [ Terms S Expressions - |Clear Results | #4 Search T Siop

&' Hosts: LS. Library of Congress: LC Voyager 239.50

Search for : [authar =1
Jano =] [Tt =]/ [For whom the bell tals
JaND =] | Credits/Performers =] |Cooped
JaND =] Jany (Keyword) =1
|Ready

[l Cooper. Giar/ /B ergran, Inarid/Heringway, Ermestt /=11 For whomn the bell talls
L =0B Cooper [Muzsical group] Dangerous curves pl13981

wtemet Search .l,[ tarked Records }. Search }, Terms }, Sroups }, Duplicates !
AuthorTitle/Date (Ascending) |0 Records Marked |2 Records in List |2 Records in Database
7. Click Search.

This time only 2 references are found. The references are imported and appear on the
Internet Search tab.

8. Saveresults.

At this point you can peruse the retrieved records to see which ones you want to keep. All
database functions are available, so you can edit, search, or perform other operations.
Y ou save records by transferring them into a new or existing ProCite database.

Y ou can copy highlighted records to an open database using drag-and drop or the Copy
and Paste commands. You can also copy records directly to an open database, a closed
database, or a new database with the Copy Marked Records command, as described
below.

For this example, you will save the imported records to a new database called Cooper.

a Sdect asubset of the records by selecting the check box next to the record with the Title
For Whom the Bell Tolls.

Note: If you are wondering why the DB Cooper record was imported, it is because there
is a song on the CD with the title For Whom the Bell Tolls, and all title fields in the
record were searched.

b. Onthetoolbar, click the Copy Marked icon on the toolbar.
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c. Inthefilediaog that appears, locate ProCite' s Database folder, type anew name of
Cooper in thetext box, and click Open. ProCite asks whether to create the new file.
Click Yesand the marked records are copied to the new ProCite database.

9. Closethe temporary Internet Search database.
a Click the database close box or choose Close from the File menu.

b. ProCite asks whether to save your Internet search results. Since you aready saved the
records you wanted, click Discard to close the temporary database.

Note: ProCite does not disconnect your internet connection. When you are finished
searching online databases, remember to disconnect.

Because you did not close the Sample Database, it should appear when you close the
temporary Internet Search database.

Y ou can open the Cooper database to look at the records saved from Internet searching.
When you are done, close it and return to the Sample Database.

Linking a Referenceto a Web Page or File

You can add a URL or a path and filename to a ProCite record and later launch the
attached URL or file. In the case of a URL, ProCite launches your default browser and
directs it to the Internet location. In the case of a path and filename, ProCite launches the
file as though you had double clicked the file icon.

Use the following exercise to launch an attached URL to a Web Page on the Internet.
Exercise— Launching a URL from a ProCite Record

Tolaunch a URL found in ProCite' sLocation/URL field:
1. Goto therecord by Reiger, Steve. Double-click to display the full record.
2. Noticethe URL entered in the Location/URL (38) field.

3. From the Tools menu, choose Open File/lURL or click the toolbar icon. ProCite
launches your browser and directsit to the Internet location.

4. When done using the Web Page, exit the browser and close the ProCite record.
Note: You are not required to display the full record. You can launch a URL from a
record list by highlighting the record and using the Open File/URL toolbar icon.

Entering and Editing ProCite References

You can add or edit records at any time. Each record can hold up to 100K of text. The
following exercises will give you experience with the basic operations of entering and
editing text in ProCite records.

19 of 39 2/25/04



Using ProCite: A Guided Tour

Exercise— Inserting a New Record

Toinsert anew ProCiterecord:
1. From the Database menu, choose New Record. The New Record window appears.

2. Click the Workform box at the top left of the New Record window. Choose Book
Short Form from the drop-down list.

I Sample Database:New Record
Warkform: IEh:u:.k Short Farm j |Ren:u:urd D I?BEI | = P |%‘ | L4 )

Author, Monographic (07):| E
Title, Monographic (09): =)
Reprint Status (12): =] Date:
Place of Publication (18):
Publisher MName (19):
Daie of Publication (20):
Address/Availability (37):
Location/TRL (38):
ISBN (41):
Motes (42):
Absiract (43):
Call Nunher (44):
Eeywords (45): E

3. Start by clicking in the Author, Monographic (07) field and enter: Barrett, Daniel J.

Note: Always enter author names in this order: lasthame, firstname middle. While you
can enter author names in any ProCite field, it is recommended that you enter names only
in the following fields: Author, Analytic (01), Author, Monographic (07), Author, Subsidiary
(16) and Author, Series (30). These author fields are automatically used for searching,
sorting and formatting author names.

When listing multiple authors names, use a double slash (//), a semicolon(;), or a carriage
return between author names. If you do not know all the names, indicate additional
authors by using four slashes (////) after the last author in the field.

4. Click or tab to the Title, Monographic (09) field and enter:
Net Research: Finding information online

5. Click or tab to the Publisher Name (19) and enter:
Songline Studios, Inc.

6. Click or tab to Date of Publication (20) and enter:
1997
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Note: ProCite assumes the following fields may contain dates: Date of Meeting (12),
Date of Publication (20), and Date of Copyright (21). These date fields are converted to
an internal format that is used for searching, sorting and formatting references correctly.

7. TouseaField Content List for keywords, move the cursor to the Keywords field,
then click the arrow to the far right of thefield. The Insert Term dialog appears.

Insert Term x|

Source: ISampIe D atabaze LI Termns: IKeywu:urds YI

Temn

itdenohypophyzeal Hormones
Aerozpace Medicine
Apallyon

At

Artificial Inteligence
Audiocazsette
Andiovizual Materials
Bibliographic Data
Biography

Biomassz

Blood

Budget

Cancer

Chermiztmy

Clinical Applications _I
-

Mallene [nzteocthine

| Inzert Tem I |mzert [ ate Cloze Help | [T Close after ingert

Note: Fied Content Ligts are internd lists generated from the Author, Journal, Title and
Keywords fields. They can be used for data entry and searching.

8. Quickly type co, or scroll through the list to the word Computers. Select the word
and click Insert Term to insert the text in the current field.

Note: You can also double-click on aterm to insert it automatically.

9. Typel to moveto thetermsthat start with the letter 1. Select Information and click
Insert Term.

10. When you are done inserting terms, click Close to return to the New Record window.

Configuring Duplicate Checking

When inserting records from multiple sources into a ProCite database, it is possible to
enter duplicate records. To avoid this you can have ProCite warn you when it encounters a
suspected duplicate record when saving records. You can also use the Duplicates tab to
check for existing duplicates. You can mark duplicates and delete them after comparing
the records.
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Exercise — Setting Duplicate Detection

To set duplicate detection criteria:
1. From the Database menu, choose Configure Duplicates.
2. Select the check box titled Warn about duplicates when saving new records.

Configure Duplicates |

Duplicate Detection |

Fields to compare:

[w] Asthor il
Title

Drate

(1[0 1 Avthor, Analytic

[1[02] Avthor Fole

(11031 Avthor Affiliation

[1[04] Title, Analytic

(051 Medium Designator ;I

[ For authors, include just the last name
™ For dates, include just the vear

¥ wamn about duplicates when saving new records
[~ Dizcard duplicates when importing

ak. I Cancel Help

Searching and Sorting a Database

In this section of the Guided tour you will learn to:
Quick search for records with the Terms tab
Create a search strategy
Save a search strategy
Create a group of records

Choose a sort order

Quick Searching for Recordswith the Terms Tab

Using the Terms tab, you can list records organized by certain fields such as Authors,
Journals, Keywords, and more.
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In the following exercise you will change the record list to view specific abbreviated
records. The first list of records will include only those records that contain the keyword
Computers.

Exercise — Specifying a List of Recordsto Show

Toquick search with the Termstab:
1. Click the Termstab at the bottom of the window.

2. Usethe drop-down Show list at the top left of the window to choose Keywords. A
list of keywords appearsin the left pane of the window. Thislist is compiled from all
keywords in the active database. The number to the right of each keyword indicates
how many records contain the term.

3. Scroll through the list and click on Computers. The records containing that term in
the Keywords field appear in the right pane of the window.

@' Sample Database = 1ol

% tark Selected Ba bark List B Clear iarked |@ = | Q44 »r M ||%Copy haried |% Open Link

Show: IKe_l,lwords vl Title Author

Adenohypophyszeal Homones
Aprozpace Medicine
Apolyon

At

Artificial Inteligence
Audiocazsethe
Audiovizual M aterials
Biblingraphic D ata
Biography

Biomass

Blood

Budagst

Cancer

Chermistry

Clinical Applications

Date Fapwords

Computer shopper
Bargman, Christine L. #/Bow From handz-on science to | 1923
Loomis, Thomas
Rieger, Steve/Kenney, N FroCite
Schwartz, Helen//B alestri, Computers in wiiting instruc 1939

Software design izsues for | 1987
15939

. e e )

Wheeler, D avid Avtificial-inteligence resear 20 May 1387

Callege Instruction
:Computers

Conformational Searching

" All Pecards

B — — 0 = = = ) = [

1

-

}. harked Recu%ds »

-

Search }. Terms J.' Groups }. Duplicates i'

AuthorfTitle/Date (Ascending

|0 Records Marked |6 Becords in List |40 Records in Database 7

4. Next, try changing the selection on the Show list to Workformsto view records
organized by their workform type.

5. Click the All Records tab to return to the full listing of records.

Creating a Sear ch Strategy

Being able to search for and find certain records in a ProCite database allows you to
access information for editing or printing bibliographies as well as other functions. Once
you have located specific records you can mark, delete, edit as a group, or print the
references.
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There are a number of ways to set up a search in ProCite. Y ou can use the Search tab to
search every field in every record or limit the search to specific fields for faster searching.
You can aso use field content lists to simplify searching for authors, titles, journal titles
and keywords.

ProCite has powerful searching functions that allow you to use relational operators such
as = (equal), <> (not equal), > (greater than) and < (less than) as well aslogical operators
AND, OR, and NOT for finding records. ProCite includes special search values for
begins with, ends with, contains, empty, and not empty. See Chapter 13: Searching and
Finding Records for complete listings of operators you can use in Search Expressions.

A Search Expression is a description of the criteria you want ProCite to use in finding
records in a database. A Search Expression consists of any of the following three
elements.

Field Identifier (Optional) — A unique identifier that limits a search to a specific
field, group of fields, workform or group.

Operator (Optional) — An instruction for creating relationships between search
terms or an instruction on how to search afield.

Search Term — A word or phrase you want ProCite to find.
The following exercises give you experience creating and saving a Search Expression as
well as showing you how to create and sort a group of references prior to printing.

Exercise — Creating a Search Expression

To create a search expression:
1. Click the Search tab to display the Search window.

Note: At this point you can enter field names, operators, and search terms either by
typing them or by using a combination of typing and pop-up lists. The most thorough
(and time consuming) search is where the Search Expression contains only a search term.
ProCite then searches all text in every field of each record. To limit the fields to search,
enter a field identifier and operator prior to the search term. The fastest searches are on
the indexed fields Author, Journal Title, Title and Keywords.

2. Click Insert Fieldsto limit your search to a particular field. The Search Fields
dialog appears:
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Search Fields |

Select a field to insert: -_EIK
Title Fields 4.9, 11, 32 ﬂl
Date Fieldz 12, 20, A1 Help |
K.epwords Field 45 —

Recard D

W ok farm

Group

#1 Authar, Analytic

B2 Author Role

#3 Avthor Affihation

4 Title, Analytic

5 b edium Designator

HE Cornective Phraze

7 Author, Monographic LI

3. Highlight Keywords near the top of thelist, and click OK to transfer the field
identifier to the Search For text box.

4. Click Operatorsto enter arelational operator in the Search Expression. A list of
operators appears:

= Equal: this text appears anywhere in the field

L4 Mot Equal; field does NOT contain this text

< Less Than

<= Less Than or Equal

> Greater Than

»= Greater Than or Equal

AMD Both expressions match

OR Either expression matches

MHOT Expression does MOT match

AMND HNOT First expression matches, second expression does not

BEGINS WITH Field, Authar, or Kesaaord beding with this text

EMDEWITH  Field, Author, or Keyword ends with this text

ExACTLY Entire Field, Authar, ar Kessward matches this text

COMTAINS Field cantains this text. possibly as part of another ward or phrase

= EMFTY Field is ernpty
=MOT EMFTY Field contains anmy texdt

5. Click CONTAINS to insert the operator in the Search Expression.

6. Click Insert Termto select from alist of terms. Check that the Terms drop box is
properly set to Keywords. If not, use the arrow on the drop list to select the Keyword
list.
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7. Select Research from thelist by scrolling or by typing to quickly move to a particular
alphabetic section of the list. You can also use the Up/Down directional keysto move
through the list and find your selection.

8. Paste the term in your search expression by double-clicking the term
or clicking the Insert Term button. Close the Insert Term dialog.

9. Inthe drop-down box labeled L ook in, select All Records.

10. Click Search to initiate the search for matching records. The matching records appear
in the lower pane of the Search window.

¥ sample Database ol

% tark Selected Bgbdark List B2 Clear barked |@ = |Q 44 » M |%Cupyr\-’1arked |%,Open Link

2] Mew Search Inser Figld Cperatars - Insen Term %Expressions - | &% Search

Search for:
Fepwordz CONTAINS "Research”

L« 12

Look i

IAII Reconds ;I

Fepwords

.&erﬁspace Medicine/ Fatigues Blood/ G Suits/

All Becords }. karked Fecords }5 Search af Terms }5 Groups }. Duplicates f
AuthorTitle/Date (Ascending) |0 Records Marked |2 Records in List |40 Records in Database

Saving a Sear ch Strateqgy

It is useful to be able to save long, complicated search expressions or those that you use
frequently. Use the following exercise to save a search strategy.

Exercise — Saving a Search Expression

To save a sear ch expression:

1. Onthe Search tab, click Expressions and select Add to Expressions. ProCite
displays the Sear ch Expressions dialog.

2. Type Searchl in the Expression Name box to identify the Search Expression and
click OK.

Note: Recall a Search Expression by clicking Expressions and then selecting the name
of the expression you want to use. Click Search to retrieve the same records plus new
matching records entered since the last search.
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Creating a Group

Groups are a way of creating virtual subsets of a database. Saving records in a group
allows you to quickly retrieve a particular set of records. A group can contain the results
of one or more searches, or a set of individual records. You can save any number of
groups in your database and give each a unique name.

Exercise — Adding Records to a New Group

To saverecordsto a group:

1. Usethe search results from the keyword search. On the Search tab, click in the
abbreviated record list to activate it.

2. From the Edit menu, choose Select All to highlight all recordsin the list.

3. From the Groups menu, choose Add Recor d(s) to and then New Group. The New
Group dialog appears.

New Group

Group ame: ok

Cancel

il

Help

4. Type Groupl asthe name of your group, and click OK to saveit.

Note: You would need to occasionally re-execute the search to update the records in a
group.

5. Click the Groupstab at the bottom of the window to view the records in Groupl. All
group names are listed in the left pane.

6. Toreturn to thefull record list, click the All Recor ds tab.

Sdalecting the Sort Order

The sort order you select for records is constant until you specifically change it. You can
click-sort on any displayed column heading. Based on the fields displayed, ProCite
selects the closest predefined sort to use. A second click on the column heading toggles
the sort between ascending and descending order.

Preconfiqured Sort Options

ProCite comes with seven predefined sort orders. The commonly-used sort orders are:
Author/Title/Date

27 of 39 2/25/04



Using ProCite: A Guided Tour

Author/Date/Title
Author-Title/Title/Date
Title/Date
Date/Author/Title

Call Number/Author/Title
Record Number

Y ou can easily select any one of these for display by choosing it from the Sort menu.

Custom Sorts

You can set up a custom sort order by using the Configure Sorts command on the Sort
menu. Y ou can:

Compare one to six fields to determine the sort order on the Custom Sort Order tab

Indicate how to sort empty fields, author fields and date fields on the Custom Sort
Option tab

Develop a Stop List of words to ignore at the beginning of afield on the Stop List tab

The order in which you sort a printed bibliography can differ from the viewing order on
your screen. By default, ProCite uses the output style sort order for the bibliography. Use
the following exercise to override the default setting and print the records using a
different sort order.

Exercise — Changing a Sort Order for Printing

To changethe sort order for printing:

1. From the File menu, choose Print Bibliography. A bibliography preview displays
using the default output style, or the last output style selected, and its sort order.

2. Click Configure on thetoolbar. The Configure Bibliography diaog displays the
current bibliographic settings:
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Configure Bibliography ]|

Reference List | Fields I Page La_l,lcuutl

Output Style:

AMS[-Am Mational Standards

ﬂ Reset |

Reference List Title:
Reference List

Reference List Order:

% fscending
| &wthion/ Title/D ate = -

" Descending
— Mumbering

¥ Mumber Fieferences, Beginning 4With: |'|
Frefix: I
Suffis: I Alignment; I Right - I

— Indentation Spacing
First Line: IU.UDU i Line Spacing: ISingIe - I
Hanging: IEI.EEIEI in Space After: ISingIe - I

k. I Cancel | Help |

3. OntheReferencelList tab, change the Reference List Order by selecting the
Date/Author/Title sort order in the drop-down list. Click the Descending radio button
to begin the list with the most current records.

4. Click OK to update the bibliography preview with the new sort order.

Note: ProCite holds this setting until you select another sort or a different output style.
See Chapter 23: Creating and Modifying Output Styles for information about changing
the sort order associated with an output style.

5. Click Closeto return to the record list.

Generating Bibliographies

You can “print” bibliographic citations to your computer screen, a word processor
document, an HTML file, or a printer. You can print a full bibliography or a list that
organizes references by subject.

In this section of the guided tour you will learn to:
Create a bibliography from arecord list
Create a bibliography with subject headings
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Creating a Bibliography from a Record list

ProCite always displays a preview of the formatted bibliography. Y ou can make changes
to your bibliographic settings before actually printing or saving to a file. The following
exercise gives you experience with formatting and printing a bibliography.

Exercise — Printing a Bibliography

To print a bibliography directly from ProCite:

1. Ifitisn't aready displayed, click the All Recordstab to list al recordsin the
database.

Note: You could also print Marked Records, Groups, or any other list of records using
this method.

2. From the File menu, choose Print Bibliography. A bibliography preview displays
using the last output style selected.

3. Usethe buttons at the top of the window to Zoom In or Zoom Out, and to navigate
through pagesin asingle or two page view.

|» ProCite 5 - Sample Database =1
Show: IAIIFleu:ords it List ;I Output Style: IANSI-Arn M ational Standards ;I j Configure: |
Frint... I Save.. I ErewiFage | Mext Page | Tivwm Fage I Zoom |n I Cloze I

Refirence List

1. Compater shopper, Hewr Vork: Coastal &ssociates Publishmg, LT, 1995 Apr(181). 764 pages. Availabls
fromme Zif¥ Dlavis Publishing.

2. MhultiMedia Medicme. Philadelphia, P4 : dwmerican Colleze of Physicians. Vol 1-, 1975
Hotes: Conbmies: dmerican College of Physicians Self Leanung Series

5. Adans, Alexarder B John James dndubon: 4 biogaphy. Mew Vode: GP. Pumam's Sons, 1966 ISEN:
0-05-316218-4.

4, Andersor, Mark Ranscen Apollyon's bow: Perspective, wading, and meamng in the ilhonanated works of
Willian Blike [Crissertation]. drm Avhor, BT Triversity of Blichizan, 1984 .

5. Andersom, Fobert I and Scluier, Bobert W. Aoute renal faihare. In: Branmswald, Eugere;, Isselbacher, Kot T,
Petersdoef, Fobert . and others, ediors. Harrison's principles of irdemal medicre. 11th ed. Hewr
Toddk: MeGraee-Hill, 1587, pp. 11453-1155.

6. Loki Mioo, devertor, Mamfachire of glass by Sol-Gel process. Seiko EpsonCorp, assignee, C 038 2102,
Japarese Patent 82 285,827 (37,285,827, 1987 Dec 5.

7. Awrey, Mamel I Davies, Muray 5., Hambley, Trever W, and Fierens, Raymond K (Department of
Inorganic Chemistry, The Unires ity of Sydney, Sydney, HSW 2006, Anstralia). & stdy of the
polarities, asotropic polarisabibibies and carthoreel pfrared vibrational frequencies of the complexes
[0S0 FOCH, . CMe }] (M = Cr, Mo ar W and the apstal stmetare of
B0 C0 4 B OCH. L CMe H: Evidence for eacceptor behavionr i oo-crd mated phosphoms. Joormal
of the Chentral Society, Dalton Trarsactions: Incrzarie Chemistry, 1994 3196,

Fage 1 MUK - 2

4. Switch to adifferent output style using the drop-down list. Select AMA, American
Medical Assoc and watch the screen refresh in the new format.
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5. Click Configureto change the bibliography settings.

The Reference List tab provides another way to change the output style, add atitle to
your record list, and set the reference numbering and indentation.

The Fields tab lets you suppress fields from printing and substitute alternate text for
text found in records.

The Page L ayout tab controls font, size, margins and page number formatting.

6. Click the Fieldstab to limit the fields printed. Remove the check mark from the
Notesfield to suppressit from printing. Click OK to save the change and update the
bibliography preview.

7. Click the Print or Save button to complete the exercise.

Note: To save the bibliography to afile (MS Word, WordPerfect, HTML or Text Only),
click the Save button and adjust the Save File as Type accordingly.

8. Click Close to dismissthe preview.
9. Practice printing Marked Records or groups of references using different output
styles.

Creating a Bibliography with Subject Headings

A Subject Bibliography contains references arranged by subject headings. Typical subject
headings are Keyword, Author, Title or Call Number, although you can select any
ProCite field. Subject Bibliographies simplify the creation of a record list covering
several topics, such as afaculty publication list or alist of holdings by category. Y ou can
also create a subject index to accompany the subject bibliography. Use the following
exercise to print a standard Subject Bibliography.

Exercise — Printing a Subject Bibliography

To print a subject bibliography:

1. Ifitisn't aready displayed, click the All Recordstab tolist al recordsin the
database.

2. From the File menu, choose Print Subject Bibliography. ProCite displays the
Subject Fieldslist, with the 45 fields listed by field number and default field name.
Y ou can also create a subject list by workform, even though it is not a ProCite field.
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Subject Fields ]|

Selected Fields: 0 Field(z] Selected e
Eararkforms s -
(0] Author, Analytic Cancel |
[02] &uthor Role
(O3] Author Affiliation Help |
[04] Title, Analytic =
[05] M edium Designataor
[0E] Connective Phraze Select Al |
[OF) &uthor, Monoagraphic e
[08] Awthor Fole 4'
(03] Title, Monographic Seleel e
(107 Journal Title
[1] Title =

¥ List each author separately

[™ In ather fields, list each entry that is separated by a slash,
carmage return, or ine feed. [Keywords entries are alwaps
listed separately.|

3. Scroll down the list and highlight the Keywor ds field (45) to select the field whose

contents will be used as Subject Headings. Click OK to display the terms found in the
Keywordsfield.

Note: You can select any number of fields for subject headings. If you build the list of
headings from more than one field, the subject headings generated from those fields are
combined into asingle list.

4.

5. Click OK to preview the Subject Bibliography.

6. Click the Configure button and you find the same selections as with Print
Bibliography.
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Click the Sdect All button to include all the keyword terms as subject headings or use
a Shift-click to individually select or deselect terms to include in your subject
bibliography.

Click the additional tab, Subject Bibliography, which controls formatting specific to
a Subject Bibliography.
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Configure Subject Bibliography |

Reference Listl Fields I Page Layout  Subject Bibliography |

— Reference List —Inchude
" Subject Tems Only I~ Subject Term Counts
% Subject Temms and Reference List [ List of Record IDs
[ Repeating Subject Terms % On Same Line
¥ PRecycling Feference Mumbers " On Mext Line

— Subject Term Layout

Crder: Text Before:  Text After: Mew Paragraph “p

% Azcending 0 Mew Line ’l

i~ Descending Tab ‘
— Styles

Subject Terms: ¥ Bold [ Italic [T Undeline [~ UpperCase

Subject Tern Counts: [~ Eold I [talic [ Underline

Lizt of Fecard |0 s [ Beld [T [talic [T Undeline

k. I Cancel Help

8. Create astandard Subject Bibliography by setting the Reference List to include the
Subject Termsand Reference List. Check the Recycling Reference Number s box to
restart the reference number sequence under each heading. Click OK to preview the

results.
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|» ProCite 5 - Sample Database _ O] x|

Shows [4ll Fecords inList | OutputStyle: [AM51-4m National Standards v ] | [ Configure | Tems |

I Save.. | Fres F'agel Mest F'agel e F'agel Zoom | | Zoom Dut | Lloze |

Feference List

I e ok 1. 1H;

POpay

1. Koet, ] 4. and Murad, F. &denclypophyseal honmones and wlated substances. [ Gibman, 4led G Rall,
Theodowe W, Hies, &lan 5, and Taylor, Palier, editors. The phammacobgicalb asis of therapeutics.
Sthed. Mew Fork: Perzamem, 1990, pp. 1334-1360.

Asrospare Medicine

1. Fopper, 5. E. and MeCloskey, K Individual differences and subgraips within populations: The shoppmz bag
approach. fviation Space and Ervrrcrmmental Medicme, 1993 Jan, $4011:74-77, I3 5H: 00956562,
Mates: This reccrd was downlbaded from Medlars mnd transdened nto ProCieusmg the Windoars
Biblio-Lmk I

spollyon

1. srdersom, Mak Eanscmm Apollyon's bow: Perspective, mading, and neanng in the dununated worlks of
William Blake [Dissertation] dwm bvbor, MI: Uriversty of Bichizan, 1584 .

Art

1. Adaws, Alexander B. John James Auddben: 4 biogiaphy. Hewr Tod:: GP. Pumam's Sons; 1968, 15BN
HO3-318215-4.

2. Stammas, Steve, Old man [Etchmg]. 18/20 ed. Syracase, N Syramuse Unoversity Aot Dept.; 1973, 24 30,
Hanging in 5 aliva Musemmof da.
Motes: Matted in grey and cream and framed in chiome

Page 1 MUK - 2

9. Next, create a Subject Index by selecting the Configur e button and Subject
Bibliography tab. Thistime, change the Reference List setting to Subject TermsOnly.
Include the List of Record I Dsto print on the same line in the next section. Click
OK to preview the results.

10. Click Closeto close the preview and return to the record list.

Preparing a M anuscript and Bibliography

In this section of the guided tour you will learn to:
Open aword processing document to use cite while you write
|dentify referencesto cite
Prepare the bibliography and final manuscript

Close the document and exit ProCite

Opening a Word Processing Document

ProCite 5 supports Microsoft Word 7, 97, 2000, and XP for Windows, Word 6.01, 98,
and 2001 for the Macintosh, and WordPerfect 7, 8, 2000, and 2002 for Windows.
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The Tools Menu and ProCite T oolbar

When you install ProCite, you aso install ProCite menu items and a ProCite toolbar in
your word processor. The contain cite while you write commands that alow you to
locate and insert citations from your database and generate a bibliography. Each of the
items on the toolbar corresponds with an item on the T ools menu.

‘@@@lﬂl = B B2 'E “E?\

| dentifying Referencesto Cite

The following exercises are designed for use with Microsoft Word, although you can
apply the same steps to WordPerfect. The first step in formatting bibliographies is to
locate the citations you want to include in a paper. ProCite provides three different ways
to place citations in your document. Once the ProCite place holders are established, you
are ready to generate the in-text citations and bibliography.

Exercise — Creating a Word Document

To createa Word document with linked ProCite records:
1. Start Microsoft Word.

2. From the File menu, choose New to create a new document. Click OK to continue
with a blank document.

3. Type the sentence:
It's easy to cite while you write with ProCite.

4. From the Tools menu, select ProCite 5 > Insert Citation.
Note: Y ou could aso use the Insert Citation button from the ProCite tool bar.

5. Type Turtles, a keyword, as the identifying text. Select the Turtles database in the
drop-down list of databasesto “Look In.”

Insert Citation x]
|dentifying T ext: Ihzert |
IT urtles LI

Cancel |
Loak In:
I Turtles ﬁl

Citation Format;

| &wthor Date RefiD =]
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Note: You can look for any combination of author name, date, full or partial title,
keyword and record number. Separate each item with a space or a comma. Surround
phrases with quotation marks.

6. Click Insert to insert the citation. ProCite searches the database. When asingle
record matches the search, it isimmediately inserted. ProCite returns alist if thereis
more than one item that matches the search.

In this case, you receive a list of 52 references. Y ou can easily narrow the selection list by
adding another term after Turtles, for example, the year 1996. Click the magnifying glass
button to restart the search with the new parameter. This time only ten references are
listed.

' Insert Citation: Select Matching Record x|

Identifying Text:

[Turtles 1956 -1 Q

Record I1D: 200

Author, Monographic: Lutz, Peter L. //Muzick, John A,
Title. Monographic:  The biology of sea turtles
Place of Publication: BocaRaton, Fla

Publizher Hame: CRC Press

Date of Publication: 1936

ISBM: Q249384222

Abstract: Sea tutles have existed for millions of years. making them fazcinating subjects of study. [nthe lagt 20 years, the

zoience of zea turtle biology haz expanded at an exponential rate, leading to major advances in many areaz. Thiz
book, zynthesizes the results of these advances and focuzes on how these endanagered marine reptiles operate in,
adapt to, and are dependent upon particular features of their manine environment.

Keywords: Sea turtles/ Sea turtle
Ref D # | Author Title Date -
Lutz, Peter L. /4 ;. Johin A, The biolagy of sea turles 1996
390 Witzell, \w. M. /ddzarovitz, Thomas R,/ Relative abundance and thermal and geographic distiibution of sez 1936
430 Keinath, J. &, AMMuosick, John A, //Barm Abundance and distribution of sea turtles off Maorth Caroling 1936
A00 Maoreale, 5. J. /¢/Standaora, E. A /#Spat Migration corridor for sea turtles 1996
10 Gitzchlag, G. R. Migration and diving behavior of Kermp's ndley [G arman] sea turtles 1936 |
530 Heppell, 5. 5. //Crowder, L. B. Analyziz of a fisheries model for harvest of hawkshill sea turtles [Ere 1996
aE0 Heppell, 5. 5. //Crowder, L. B. #/Crouse Models to evaluate headstarting az a management tool for long-live 1336
570 Heppell, 5. 5. //Limpusz, C. J. //Crouze, Population model analyziz for the loggerhead sea turtle, Caretta car 1996 LI
Inzert I Cancel | Help |
Databasze: C:\Program Files\ProCiteBhD atabazeh T urtles. pdt 10 iterns i lizt

Note: You can change the sort order of the list by clicking on a column heading. For this
tour, click the Author column heading to sort by author names.

7. Select referencesto cite in your document.

Note: Select references by clicking on the first one, Shift-clicking to select a series of
references, or Control-clicking (Windows) or Command-clicking (Macintosh) to select a
random group. Use the same commands on highlighted items to deselect them.
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For this tour, select two references:. the first by Gitschlag and the last by Witzell. Click
the Insert button to insert the ProCite place holders in your document. The place holders
look like this:

{ Gitschlag 1996 #510}{ Witzell, Azarovitz, et a. 1996 #390}

8. Start anew paragraph and type:
You can also search and mark references in ProCite.

9. Switch to the full ProCite application to display the Turtles database, and mark one or
more records by checking the box in the left column of the abbreviated record list.

10. Switch back to Microsoft Word. With your cursor placed after the new sentence, go
to the Tools menu and select ProCite 5 > Insert Marked Recordsto insert the
ProCite place holders in your document.

11. Start a new paragraph and type:
Lastly, you can identify text in your manuscript and scan the document to
add ProCite place holders. {crowder; conservation}

Note: You can use any character to delimit your identifying text. Curly brackets are a
good choice and reduce the number of times you may need to “ignore”’ a selection. Notice
that a semicolon is used to separate searches in one location.

12. From the Tools menu, select ProCite 5 > Scan Document.

13. Identify the left and right delimiters used in your document, enter the curly brackets if
necessary, and select Turtles as the database to search. Click OK to begin the scan.

14. Thefirst stop is the author name, Crowder. Insert a citation and ProCite automatically
takes you to the next identifying text, conservation. Insert a citation from thislist and
the scan is compl ete.

It s easy to cite while you write with ProCite. {Gitschlag 1996 #510} {Witzell, Ararovitz,
etal. 1996 #330)

You can also search and identify text in your manuscript and scan the document to add
ProCite place holders. {Heppell, Limnpus, et al. 1996 #570} {Dennison, Taylor, et al. 1992
#210}

Preparing the Bibliography and Final M anuscript

Once a ProCite place holder isinserted, it is linked to a record in a ProCite database and
ready to format the final manuscript and bibliography. The format is determined by the
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chosen output style and can include the author name and year, numeric citations, or any
combination of ProCite fields.

Exercise — Generating the Bibliography

To generate a bibliography from in-text citations:

1. From the Tools menu, select ProCite 5 > Generate Bibliography. The Configure
Bibliography dialog displays.

2. Set the output style to APA-American Psychological Assoc.

Configure Bibliography x|
Reference List | Fields I Fant I

Oukput Shyle:
I.-’-‘-.F'.-'l'-.-.-’-'-.m Paych Agzzoc

Feference List Title:

Reference List

Reference List Order: Ir-Tesxt Citation Order:
I.-’-‘-.uthn:nrNeara"TitIe ;I IEitatin:nn Crder ;I
— Humbering

¥ Mumber References, Beginning 4With: |1—

Prefis: I—

S Lffis I— Alignment: Im
— Indentation Spacing

Eirst Lirne: IW Line Spacing: Im

Hanging: IW Space After: m

k. | Cancel | Help |

3. Click OK to generate the bibliography. The citations in your manuscript are
converted to the in-text citation format for the American Psychologica Association,
and abibliography is added to the end of the document.

Note: You can make changes to your manuscript and regenerate the bibliography at any
time.

4. Select Generate Bibliography again and set the output style to Jour nal of the
Chemical Society. Y ou will need to use the browse button (...) and locate ProCite's
Styles folder to select the style. Click OK to view this completely different style.
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Closing the Document and Exiting ProCite

Save your manuscript, close your Word document, then exit ProCite.

Y ou have successfully completed this guided tour! Y ou are ready to begin building your
own reference collection and creating perfectly formatted bibliographies.
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